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INTRODUCTION

This handbook is intended to acquaint you with practical
information about the College of Business and Public
Service (CBPS). We believe you will find answers to
many questions which new CBPS students have raised in
the past. However, this handbook is not designed to
provide you with information about specific areas of
study and programs within the College. That kind of
information can be obtained when you meet with your
adviser. Additional information about the University
may also be obtained by reading the Governors State
University Bulletin.
Your comments and suggestions will be welcomed. We
would appreciate hearing about any questions which
are unanswered in this handbook. Please address your
comments, suggestions, or questions to:
Dean's Office
or

Student Assistant Dean
College of Business
and
Public Service
GOVERNORS STATE UNIVERSITY
Park Forest South, Illinois 60466

-3-2-

College of Business and Public Service
The College of Business and Public Service prepares
students for careers in business, industry, public
service, office administration, and teaching. CBPS
offers undergraduate studies leading to the Bachelor
of Arts Degree in Business and Public Service. Graduate studies lead to the Master of Arts Degree in Business and Public Service.
Areas of emphasis in Business Administration, Public
Service, and Urban Business Teacher Education are
available at both the undergraduate and graduate levels.
An emphasis in Office Administration is available at
the undergraduate level only.
Dean's Office
The Dean's Office is the administrative headquarters
for CBPS. It is composed of the Dean, who is the
administrative head; two Assistant Deans, one for the
Undergraduate Program, and one for the Graduate Program. Since these people are here to serve you, you
should feel free to discuss with them any collegial
problems which you may have. These problems may
include advising, learning modules, transportation,
facilities, etc. If you do not make the Dean's Office
aware of a problem, the problem will likely continue.
Student Assistant Dean
If you prefer not to go to the Dean's Office with your
problem(s), the College has provided an additional
"ear" for you—the Student Assistant Dean (SAD). The
Student Assistant Dean is a CBPS student who can be
called a student ombudsman. The purpose of the SAD

is to assist students; this may involve helping them
resolve problems similar to those previously mentioned.
The SAD also transmits information to the students through
a CBPS newsletter. The newsletter is published regularly
and contains information regarding academic policies,
facilities, activities, etc. The SAD also expresses
student needs and concerns to the CBPS administrators.
In addition, the SAD serves as a resource person, both
for the students and the faculty. Students who are
interested in serving on any University or Collegial
Committee are encouraged to contact the Student Assistant Dean, who can then provide the Committees with the
names of the interested students. The SAD may be contacted through a note in his mailbox, or in person.
The SAD has regularly-scheduled office hours which are
posted in the College of Business and Public Service
area.
Mailboxes
As previously mentioned, you can contact the Student
Assistant Dean through the mailbox provided. Each
student in CBPS is assigned a mailbox after he has
registered in the College. All non-confidential
materials are put in your mailbox. The mailboxes are
located inside the entrance to the collegia! area, arid
the names and corresponding mailbox numbers are posted
on a bulletin board in the mailbox area. You should
check your mailbox at least once a week in order that
you may promptly receive transcripts, registration
material, CBPS newsletters, general notices, etc. If
you do not have a mailbox or have any questions, contact the Student Assistant Dean or a secretary in the
Dean's Office.
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Office Hours
In order to assist you in contacting someone in the
Dean's Office,-the SAD, or a faculty member, office
hours are posted in various locations throughout the
College area. Please refer to these times in order
to determine when the person you want to see will be
available. Since learning module schedules change
each session, the office hours change each session
as well.
Definition of Terms
Some GSU terms may be unfamiliar to you—example,
learning module and session. Therefore, it seems
appropriate to provide you with brief definitions
of some of the terminology used at Governors State
University.

course. You may work at your own pace, finishing
either before or after the end of the eight-week session,
Therefore, you are encouraged to complete the work by
the end of each session. A variety of teaching techniques are often used in a learning module.
Self-Instructional Materials (SIM)
When you register for a SIM, you use self-instructional
materials in place of, or in addition to, class meetings.
SIM modules allow you to attain learning module competencies at your own pace. Rather than having regularly scheduled classes, you meet with your coordinator,
and under the coordinator's guidance, learn through preprogrammed materials and evaluations. The SIM's are
designed to provide feedback to the student as to
whether or not the objectives are being met.
Session

These are learning performances established by each
coordinator which must be satisfactorily completed
by you for completion of the learning module.

The calendar at GSU is made up of six eight-week
sessions rather than the more traditional semesters,
trimesters, or quarters. The eight-week session is
quite comprehensive and demands that the student be
mature and self-disciplined in order to maintain the
pace.

Coordinator

Unit

This is the term given to faculty members who are
involved in coordinating learning modules. The
term coordinator is used instead of "professor" or
"instructor" and indicates the new role a faculty
member assumes in the learning process.

One unit is equivalent to one semester hour at a
traditional institution.

Learning Module

Adviser

This is somewhat similar to a course; yet it is quite
different. It is more flexible than the traditional

An adviser is a faculty member who attempts to assist
you in whatever capacity is necessary. Students in
CBPS are assigned advisers when they are admitted.

Competencies

Collegial Matters
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Whenever possible, you are assigned to an adviser
according to your program of study. Newly admitted
students should set up an appointment with their
adviser as soon as the letter of admission is received.
During the meeting with the adviser, you will complete a Study Guideline which will identify the competencies; hence, modules to be pursued for the degree.
Study Guidelines
A study guideline is an agreement between you and your
adviser and covers five (5) areas.
1. It is an agreement as to how many hours may be
transferred into GSU and how many units must be
taken at GSU in order for you to earn your degree.
2. It is an agreement as to
have met prior to coming
earned a grade of "C" or
strate competence in the

which competencies you
to GSU. You must have
better in order to demonvarious areas.

3. It is an agreement as to which competencies need
to be met and which modules are to be taken in
order for you to obtain your degree from, GSU.
4. It is an agreement as to which electives you will
take to meet your educational goals.
5. It is to project your completion rate for the
learning modules. If this rate is not met, you
may not be allowed to register for future learning
modules.
The study guideline shows you which modules are needed
in order to graduate. You can then plan your academic
schedule accordingly. If you do not have a study guideline, you should meet with your adviser and complete
one as soon as possible; study guidelines are different

-7for each program. Occasionally, students do not have
their'guidelines prepared until they are ready to
graduate; and unfortunately, the student may discover
at that time that certain competencies have not been
met; and therefore, they are not ready to graduate.
Also, the student may learn that they may not transfer
in as many hours toward the degree as they had anticipated. For undergraduate students, the general
rule on transfer of credit is that only 60 hours of
community college or lower-division credit can be
transferred in toward the minimum of 120 units
necessary to attain the bachelor's degree. Credit
beyond the 60 hours may be transferred-in for "C" or
better upper-division work. The University requires
a minimum of 24 units to be taken in residency, and
ordinarily all undergraduate students must take a
minimum of 40 units in CBPS prior to graduating.
For graduate students, the general rule on transfer
of credit is that a maximum of eight graduate hours
may transfer in to GSU. The course work must be "B"
or better, and it must have been taken within the last
five years. Graduate students must normally take 24
graduate units in CBPS, and the remainder of their
graduate electives must relate directly to the instructional program being pursued.
As you can see, it is necessary to prepare your study
guideline agreement as early as possible in the program. In fact, your study guideline must be completed
by the end of the third session at GSU in order to
continue registration. Please note also that it is
your responsibility to be sure that study guidelines
are completed by you and your adviser and approved by
the Dean's Office.
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Please remember to complete a Change of Schedule Form
whenever you add or drop units.
Competency Examinations
The College of Business and Public Service (CBPS) requires
that all undergraduate students admitted to CBPS since
September, 1973 take two examinations. One examination
assesses the student's written communication skills, and
the other assesses quantitative skills. If a predetermined score is not attained, the student will be required
to take one or both of the modules offered. The student
is given two (2) units of lower-level credit upon completion of each module.
Registration
A new student receives registration instructions and
materials through the mail. Befsre completing the Schedule
Request Form, new students should make an appointment
with their advisers to discuss those modules for which
they should register.
Currently enrolled students receive registration materials
in their CBPS mailboxes. They fill out the Student Schedule
Request Form using the Study Guideline and then have their
adviser sign the form. If new students have a question regarding the appropriateness of the module, they should discuss the question with their advisers.
The instructions for registration are self-explanatory.
Most modules are offered for a definite number of units,
(2, 3, or 4). Some modules, however, are offered for a
variable number of units, (1-3, 2-4, etc.). In the latter
case, you should select the number of units for which you
want to receive credit. For example, a module may be
offered for 1-4 units, depending upon the number of competencies you wish to perform and the degree of competency
you wish to attain. If during the module, you wish to
receive less or more units for the module than those for
which you originally registered, then you should discuss
it with your Learning Module Coordinator and adviser.

If you want to "sit out" a session, you should still
register for that session but write "zero" units on the
Schedule Request Form.
Extraordinary Registration Permission (ERP)
All students are entitled to be considered for collegia!
Extraordinary Registration Permission (ERP). ERP is
required each time you wish to:

1. Carry over any work beyond the two sessions following
initial enrollment (permission of appropriate coordinators is also required).
2. Enroll for more than 8 units of credit during any
session.
a. You will not be allowed to register for more
than eight units if any prior work is incomplete
or if there is not a copy of your study guideline on file in the Dean's Office.
b. CBPS has an Overload Request Form which must be
completed and submitted to the Dean's Office
for approval for each overload request. In
addition, you must have a reasonable justification for an overload request.
3. Carry more than 16 uncompleted units from prior
sessions, exclusive of the current session.
Change of Schedule Form
You may add a module during the first ten calendar days
of the session (if openings exist), and you may drop a
module at any time by completing a Change of Schedule
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Form. A tuition refund is available if units are dropped
during the first ten calendar days of a session. A Change
of Schedule Form may also be used to change the number of
units you are carrying in a module (see index for "Registration"). A Change of Schedule Form is located in the
yellow box (so marked on the shelf in the student mailbox area)- You should complete the form and return it to
your adviser or mail it to:
College of Business and Public Service
c/o (Student's Adviser—Insert Name)
Governors State University
Park Forest South, Illinois 60466
Learning Module Policies
1. Learning Module Outlines
Module coordinators must distribute module outlines
to students at the first meeting of the learning
module. These outlines are to include title, coordinator, description, tentative performance objectives, tentative schedule of learning activities, and
mode(s) and time(s) of evaluation. The performance
objectives must be satisfactorily completed before
any credit may be awarded in a learning module.
2. Carryovers
You have three sessions to complete the performance
objectives for a particular learning module. If
prior arrangements have not been made with your module
coordinator, your participation in a module may be
terminated two sessions after the one in which you
registered. For example, if you enroll in a module
for the January/February Session, you will have to
complete it by the end of the May/June Session.

3.

Non-Participation
If you have not shown any intention to participate in
a learning module by attendance or written or verbal
communication initiated by you by the end of the
fourth week of the session, you will be officially
withdrawn from the learning module. This will be performed by the module coordinator during the fifth week
of the session.

4. Contact Time
The normal definition of a credit unit at GSU is 15
hours of contact learning activities. Each hour is
equated to the traditional 50-minute class hour.
Every module description shall present a schedule of
contact time between students and coordinators in
such form as student-designed seminar presentations,
laboratory experiments, field trips, observation of
media materials, programmed learning activities,
student worksheets, student projects, tutoring, and
lecturing.
All module descriptions shall be on file in the Vice
President for Academic Affairs Office, the Deans'
Offices, and the LRC.

The Deans or a designated collegia! committee shall
be responsible for evaluating the quantity and
quality of contact learning activiites for all modules.
The Vice President for Academic Affairs shall be responsible for the overall administration of this policy.
Cooperative Education
Cooperative Education (Co-op Ed) offers you an opportunity
for on-the-job experience in your chosen field. Co-op
students earn academic credit and are often paid for onthe-job experience.
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Since there is wide variety of skills, needs, goals, and
life situations found among the University students, the
Co-op options are flexible and varied. In general, they
are:
1.

Full-time for specified periods;

2.

Half-time Co-op and half-time on-campus study;

3.

Full-time interval in continuing job;

4.

Project Term.

For more information regarding Cooperative Education and
these options, you should contact the CBPS Collegia! Coordinator of Cooperative Education. All CBPS undergraduate students must become involved in Co-op Ed in
order to meet all the requirements for graduation.
However, a total of eight units is considered the
normal maximum allowed for a CBPS student in Cooperative Education. If you wish to take more than a
total of eight Co-op units, approval of the Dean is
necessary.
Adviser and College Change
If you would desire to change your adviser, program, and/
or College, you may pick up a Change of Status Form
located in a yellow box on a shelf immediately outside the
Dean's Office. You should complete the form and if possible, obtain the signatures of your former and new
adviser. The form should then be submitted to the Dean's
Office. If you do not request to change to a specific
adviser, the College will assign a new one. A copy of
the approved Change of Status Form will be placed in your
student mailbox.
Application for Graduation
If you are within two sessions of graduation, you must

have an Application for Graduation signed by your adviser
in order to receive priority during registration. Applications are available in a yellow box located on a shelf
immediately outside the Dean's Office. You should also
complete a Diploma Order Form. This Form is available in
the Office of Admissions and Records and should be returned
to that Office. In addition, in order to receive a degree
at the end of a given session, you must have turned in
your work no later than one week after the last day of the
session, and faculty must turn in achievement forms to
the Office of Admissions and Records, no later than two
weeks after the last day of the session.
Graduate Admission

Governors State University undergraduates who wish to
enter the graduate program in CBPS after receiving their
undergraduate degrees should fulfill two (2) requirements:
1. Obtain, complete, and return to the Office of Admissions and Records a Graduate Application.
2. Obtain and return to the Assistant Dean of the
Graduate Program three (3) letters of recommendation
from faculty with whom you have taken modules. Two
(2) letters should be from faculty who teach in your
area of emphasis. Guidelines for the content of the
required letters are available in the Dean's Office.
This procedure admits students to the CBPS Graduate Program.
To be admitted to candidacy for the Master's Degree in
CBPS, you should complete and submit to the Assistant
Dean of Graduate Programs an "Application for Candidacy."
This application should be submitted upon completion of:
1. Eight (8) graduate units in CBPS.
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2. All preliminary competencies.
3. ATGSB or GRE. (Information on exams can be obtained
from admissions counselors.)
Applications for Candidacy are available in a yellow box
(so marked) located on a shelf outside the entrance to
the Dean's Office.
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and to provide documentation. Credit for life
experience is limited to 5 percent of all students
in CBPS.
It is your responsibility to check your mailbox in
the CBPS area regularly, since all correspondence
between you and the College will be through the
mailboxes. This includes all registration materials.

Summary of Responsibilities of Undergraduate Students
1. You must set up an appointment with your adviser to
develop your program. This should be accomplished
shortly after you have been admitted and must be
completed by the end of your third session at GSU.
It is better to have some idea of what you would like
to accomplish during your program before meeting with
your adviser.
2. If you wish to transfer credits from another University, it is your responsibility to initiate a formal
request. This should be done at the time you and
your adviser work out the Study Guideline regarding
your program.
3. If you are admitted on a conditional basis, it is
your responsibility to be sure all conditions are
met. Be sure you comply with all conditions of your
admission, both those concerned with admissions
requirements and academic requirements. Be sure
official transcripts have been received.
4. If you are admitted on a conditional basis, it is your
responsibility to see that the condition is officially
"removed."
5. If you feel you have had life or work experiences
for which you could receive credit, it is your responsibility to initiate a request for such experience

7. It is your continual responsibility to register for
modules which are compatible with your program.
8. It is your responsibility to complete all modules
for which you register or to initiate a "Drop" Form
for those you do not plan to complete. Excessive
incomplete modules will exclude you from registration.
An incomplete module may be terminated two sessions
after the session in which you originally registered
for the module.
9. If at any time you wish to add or drop a learning
module, it will be your responsibility to initiate
a Change of Schedule Form.
10. You should be sure you receive official credit for all
units and modules completed.
11. You must complete an "Application for Graduation"
form. This also includes completing a "Diploma Order
Form" with the Office of Admissions and Records.
12. If at any time you wish to change to another adviser,
area of emphasis, or College, it will be necessary
for you to initiate a "Change of Student Information"
form.
13. It is your responsibility to keep your adviser and
the College informed of all your address and telephone
number changes.
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hours.
15.

It is your responsibility to be aware of all University and College requirements to remain a student in
good standing.

Summary of the Responsibilities of Graduate Students
1. You should set up an appointment with your adviser
to develop a program. Your Study Guideline must be
completed by the end of your third session at GSU.
It is better if you have some idea of what you would
like to accomplish during your Master's Program before
meeting with your adviser.

7. It is your continual responsibility to register for
modules which are compatible with your program.
8. It is your responsibility to complete all modules
for which you register. Excessive incomplete modules
will exclude you from registration. An incomplete
module may be terminated two sessions after the one
in which you registered.
9. If at any time you wish to add or drop a module, it
will be your responsibility to initiate a Change of
Schedule Form.
10. You should be sure you receive official credit for
all units and modules completed.

2. If you were admitted on a conditional basis, it is
your responsibility to be sure all conditions are met.
Be sure you comply with all conditions of your admission, both those concerned with admissions requirements (official transcripts) and academic requirements.

11. You must complete an "Application for Graduation"
Form. This would also include filing a "Diploma
Order Form" directly with Admissions and Records,

3. If you were admitted on a conditional basis, it is
your responsibility to see that the condition is
officially "removed."

12. If at any time you wish to change to another adviser,
area of emphasis, or College, it will be necessary
for you to initiate a "Change of Status Form."

4. If you wish to transfer graduate units from another
University, it is your responsibility to initiate
a formal request and to document the attainment of
these courses as graduate courses.

13. It is your responsibility to keep your adviser and the
College informed of all your address and telephone
number changes.

5. Since all correspondence with you from the College
will be through the mailboxes, it is your responsibility to check your mailbox in the CBPS area
regularly. This includes all registration materials.

14. You should know your adviser and his/her office hours.

6. After completing a minimum of eight units, you should
apply for "Admission to Candidacy." Your admission
to this point is a Graduate Admission to BPS. Your
"Admission to Candidacy" is your offical acceptance
into a degree-granting program.

15. It is your responsibility to be aware of all University and College requirements to remain a student in
good standing.
Governance
University Assembly

The University Assembly (U.A.) was developed as a governance
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system which would ensure full participation of the entire
University Community in formulating policies. Students
and faculty are equally represented on the thirty-three
member University Assembly, which also includes representatives of support and civil-service staffs and the
community.
The primary function of the University^Assembly is to
review and recommend policy proposed by individuals,
groups, and agencies associated with the University Community. Six standing committees are concerned with
specific areas defined in the University Constitution.
Any student, whether a member of the U.A. or not, is
eligible to become a member of a standing committee.
The six standing committes are:
Committee on Educational
Policies and Programs (SCEPP)
Committee on Human Services
Committee on Fiscal Resources
Committee on Physical Resources

-19College of Business and Public Service. Its membership
is made up of the Dean, Assistant Dean, Faculty, Student
Assistant Dean, the two student University Assembly representatives from the College of Business and Public Service,
a Civil-Service representative, and one community representative. Meetings are held once a session and advance
notice is given. All students are invited to attend.
Student Services Advisory Committee
SSAC stands for Student Services Advisory Committee.
The SSAC allocates the $7.50 activity fee you pay each
session. SSAC consists of ten members, two elected from
each College in May, and two appointed by the Director
of Student Services with the approval of the elected
members. Meetings are held the first and third Thursdays
of each month at 11:00 a.m. Advanced notice of meetings
is given via the BPS newsletter. All students are urged
to attend and provide input. SSAC allocates money to
University-approved clubs and organizations; various
student activities (movies, concerts, speakers, etc.);
student services (bus, student legal service, etc.); and
student recreational items (pool tables, ping-pong tables,
tennis courts, etc.).

Committee on Governance
University Services and Facilities

Committee on the Future
Elections for U.A. positions are held annually. Two
students from each College are elected. Contact the
Student Assistant Dean, the present CBPS University
Assembly Representatives, or the U.A. Secretary for more
information regarding how to volunteer to serve on committees, to run for office, etc.
Collegia! Assembly
The Collegial Assembly is the policy-making body for the

Bookstore
The bookstore is located on the first floor next to the
cafeteria. A booklist is posted in the bookstore at the
beginning of each session to assist you with your book
purchases. It lists the module title, index number,
instructor's name, and both the required and recommended
texts for particular modules. Textbooks are grouped by
College and are shelved according to index number, from
left to right, top to bottom. Although the primary function of the bookstore is to sell books to students, it
also carries other stock; such as pens, paper, clipboards,
folders, popular novels, cards, sweatshirts, jackets, and
GSU rings.
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Cashier's Office

Counseling

The Cashier's Office is located on the first floor of
the University. Besides collecting fees from students,
the cashier also cashes personal checks. To cash a
personal check, a student must present a University I.D.
card and driver's liscense. Checks may not exceed $25.00.

Counseling services are available to the Governors State
University community through Student Services. Three
areas of counseling are offered:

Clubs
There are many clubs and organizations at Governors State
University with enough variations to offer something for
most GSU students. Some of the clubs and organizations
on campus are:
Balance
Chess Club
GSU Performing Arts Guild
International Students Association
Students Interested in Community
College Careers
Union of Afrikan People
Veterans Club
In order to obtain information about any of the clubs,
a message may be left in the mailbox provided for the
particular clubs. The mailboxes are located in the Office
of Student Services. Students should contact the Director
of Student Services for information if they are interested
in organizing a club and having it recognized by the University.

1. Vocational and Career Planning—coordinated
with Cooperative Education.
2. Academic related areas—coordinated with
academic advisers and/or collegia! units.
3. Personal/social — including marriage counseling.
In addition, family counseling is offered on Thursday
evenings through the Park Forest Education Center at
Hickory Elementary School in cooperation with School
District 201U.
Day-Care Center
As of this writing, a day-care center is not yet operating
at Governors State University. One is expected to begin
operation sometime in the near future. Due to limited
facilities, the day-care center must control the number
of children it cares for. The day-care center, therefore,
is accepting applications from students who would like
to make use of these services. Prices and hours of
operation have not yet been established. For further
information and an application form, you should check
with Student Services.
Health Services
Limited health service is available to the Governors
State University community. Currently, the Health Service
does not offer diagnostic or prognostic services but
does offer referral services including dental referral
services.
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-23Health insurance is available and is required of all
students unless they can show current health insurance
coverage.
The Health Service extends emergency care and has effected
an arrangement with the Park Forest South Rescue Squad to
transport emergency cases to local hospitals.

The following placement services are provided to all
students and alumni of Governors State University:
1. Credential Service
2. Interview Service

Lockers
Lockers are available to students at no charge. To obtain
a locker, check with Student Services.

3. Career and Job Information
4. Practice for Interviewing

Lost and Found

There is no fee for placement services.

A centralized lost and found center operates in the Student Services Area.

Request for Transcripts

Parking
Free parking space is now available. However, since the
parking lots must be self-sustaining, a fee system is anticipated.

Student Identification Card

Placement
The Placement
assistance to
goals and the
a student and

In order to have your GSU transcripts sent to an employer,
a University, etc., simply complete a Transcript Request
Form. These forms may be picked up and returned to the
Office of Admissions and Records. Your request will be
processed as soon as possible.

Service strives to provide guidance and
students in the establishment of career
implementation of these goals both while
following graduation.

From the experience drawn from working with numerous
students, and contacts with employers, as well as other
university placement personnel involved in career guidance
and placement, the Placement Office is able to provide
assistance to registrants in the various stages of career
planning. For the undergraduate, this extends from providing the beginning student with information and therefore assisting him in narrowing his occupational choices
to the arranging of off-campus and on-campus interviews
with representatives of prospective employing institutions.
For graduate students and alumni, a number of services
are provided to assist them in locating and exploring new
vocational opportunities.

A student identification card (I.D.) is needed to register,
check out books from the library, ride a shuttle bus,
attend certain student activities, and use student recreational facilities. Your I.D. may be obtained during
registration.
Transportation
An auxiliary service provided to all students is transportation to and from the Illinois Central commuter
station in Richton Park.
Students needing a ride from the commuter station are
asked to call the Office of Building and Plant Operations,
extension 2181, at Governors State University, 534-5000.
A car will be sent to pick you up. Students with valid
I.D. Cards and University visitors do not pay any fare.
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Veteran Assistance
Governors State University is approved by the State
Approval Agency for Veterans' Benefits. Certificates
of Eligibility may be obtained from and submitted to
the Office of Admissions and Records at the time of
registration by new students. Currently enrolled students are automatically recertified.
In addition, the University has an Office of Veterans'
Affairs. It is located in the Office of Financial Aid
and is designed to assist veterans in whatever way
possible.

